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AN ORDINANCE TO AUTHORIZE AND APPROVE A MULTI.YEAR CONTRACT
BETWEEN THE CITY OF WILMINGTON AND MAILROOM SYSTEMS,INC.

\ilHEREAS, pursuant to Section 2-308 and Section 8-200 of the City Charter, City

Council may, by ordinance, authorize contracts for the rendering of services for a period of

more than one year; and

WHEREAS, the City publicly advertised the specifications for Contract 18022DFPS -

Printing and Mailing Services (the "Contract") - in accordance with the requirements of

Section 8-200 of the City Charter, and subsequently awarded the Contract, a copy of which is

attached hereto and incorporated by reference herein as Exhibit "4", to Mailroom Systems,

Inc. (the "Contractor"), the highest ranked proposer; and

WHEREAS, the term of the Contract is for a period of three (3) years from September

22,2017 through September 21,2020, at aprice of One Hundred Twenty-Six Thousand Six

Hundred Dollars ($126,600.00) per year for a total price of Three Hundred Seventy-Nine

Thousand Eight Hundred Dollars ($379,800.00), with the possibility of two (2) additional

extensions of one (1) year thereafter at the same annual price, at the option of the City,

subject to budget appropriations; and

WHEREAS, the primary pu{pose of the Contract is to provide printing and mailing

services for tax and utility billing for the Division of Revenue, Department of Finance; and

WHEREAS, said extension periods were included in the Contract in order to provide

for continuity of service; and

WHEREAS, it is the recommendation of the Department of Finance that the City enter

into the Contract with the Contractor for a period of three (3) years, i.e., from September 22,



2017 through September2l,2020, and reserve the rightto extend the Contract fortwo (2)

additional periods of one (1) year thereafter, at the option of the City.

NOW, THEREFORE, THE COUNCIL OF THE CITY OF WILMINGTON

HEREBY ORDAINS:

SECTION 1. Contract 18022DFPS - Printing and Mailing Services - between the City

of Wilmington and Mailroom Systems, Inc., a copy of which Contract is attached hereto as

Exhibit "4," for the period of three (3) years from September 22,2017 through September

2I,2020, at an annual price of One Hundred Twenty-Six Thousand Six Hundred Dollars

($126,600.00) for a fotal price of Three Hundred Seventy-Nine Thousand Eight Hundred

Dollars ($379,800.00), with the possibility, at the option of the City, of two (2) additional

extensions of one (1) year thereafter at the same annual price, is hereby approved, and the

Mayor and the City Clerk are hereby authorized and directed to execute as many copies of

the Contract, as well as all additional undertakings related thereto, as may be necessary.

SECTION 2. This Ordinance shall become effective upon its passage by City Council

and approval by the Mayor.

First Reading.... .... August 31,2017
Second Reading. .... August 3I,2017
ThirdReading. ......Sept. 7, 2017

Passed by City Council, SePt. 7 , 2017
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Pr\ent of City Coùllcii

ATTEST {.¿.
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Assistant City Solicitor

Approved day

Mayor

SYNOPSIS: This Ordinance authorizes the execution of Contract 18022DFPS - Printing and
Mailing Services (the "Contract") - between the City of Wilmington and Mailroom Systems,
Inc. for the period of three (3) years from September 22,2017 through September 27,2020,
at an annual price of One Hundred Twenty-Six Thousand Six Hundred Dollars ($126,600.00)
for a total price of Three Hundred Seventy-Nine Thousand Eight Hundred Dollars
($379,800.00), with the possibility of two (2) additional extensions of one (1) year thereafter
at the same annual price, at the option of the City.

FISCAL IMPACT STATEMENT: This Ordinance authorizes the execution of the
Contract for the period of three (3) years from September 22,2011 throvgh September 2I,
2020, at an annual price of One Hundred Twenty-Six Thousand Six Hundred Dollars
($126,600.00) for a total price of Three Hundred Seventy-Nine Thousand Eight Hundred
Dollars ($379,800.00). At the option of the City, there is the possibility of two (2) additional
extensions of one (1) year thereafter at" an annual price of One Hundred Twenty-Six
Thousand Six Hundred Dollars ($126,600.00).
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Ad Numbcr:0O02160999 Run Dates: 05124117, 05131 117

The Cily of Wilmington
will receive sealed proposals
at the Div. of Procurement &

Records, sth Fl., Louis L. Redding
Bldg.,800 Frenclt Sl.,
Wilm., DE 19801 for:

1 sO22DFPS.PRINTING AND
MAILING SERVICES

Pre-Proposal: Monday, June 5,
2017, al 10:00 a.m. Louis L.
Redding-City/County Building, sth
Floor Atrium Conference Room, 800
French Streel, Wilmington, DE
1 9801

Proposals are due at the end of
business on Tuesday, June n,
2017, by 4:00 p.m.
Scope of Services may be obtained
at the above address.
Tina M. Romano-Austin
Purchasing Agent ll
Department of Finance
Division of Procurement and
Rec'ords
5/24' 5/31- NJ 
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CITY CONTRACT 1BO22DFPS _. PIìINI ING & MAILING SERVICES

ADDENDUM lf 1- TSSUtD 6/19117

Please see revised quantities listed on Schedule 5 - Staternent - Printing & Mailing Services

Proposal due date has changed from Tuesday, June 20,7077 by 4:00 p.m. to ì-hursday, June 22, 2OI7 by

4:00 p.m.

END OF ADDENDUM



REQTJEST'S F'OR I'ROPOSAI,S

l. Proposals on City Contract f 8O2ZDFPS-PIUNTING AND MAILING SEßylçlE.S will bc reccived
in the l)ivision of Procurement and Records, 5'l' I,loor, Louis L. Redding City/CoLurty lluìlding, 800 Irrench

r:ir{. \\ ilnrirt¡i iri¡- f )r:l¿nr,ln'Lì. {}ìl'l'tll:,,$l}A\". '!{¡þili: l{.}. :,{} 17. l¡t" 'f :i}{} l¡.i\'!

2. Proposals must be an original and five (5) copies, sealed in an envelope, and the envelope cndorsecl

"Proposal for City Contract t{{l¿å"!}l,ll$:ll_lJ,li}-*äIHü.AJ{Ð M4"tr*lNÇ_"j:[ß-Y--l*ÇJl"$- and adclressed to the

Department of Fin¿rrce, Division ol Proculement and Records, 5tl' Floor, L.ouis L. Iìeclcting City/County
Building, 800 Frcnch Street, Wilmington, Delaware.

3. Any proposal may be rvithdrawn prior to the schedule time for opening of proposals or authorized
postponement thereof. No proposal may be withdrawn within sixty (60) calendar days after thc actual opening
thereof.

4. !1rr1 ;¡1rt.gt¿5_ql_r-ll t:lqt:,,t..t:1 will be required to have or obtain an appropriate business license from thc
Department of Finance, Revenue l)ivision, City of 'Wilmington, in orcler to be awarded thc contract. Bcfbre
obtaining a City of Wilmington Ilusiness License, all applicants must show proof of a curcnt State of Delawarc
Ilusiness License.

5. _I_he_ succçSS_f,ì¿l "ll¡.l¡r-tt¡r:r' will be required to withhold City of Wilmington Wage Tax lrom their
employees and withhelcl taxes paid to the City of Wilmington pursuant to the provisions o1'the Wihnington
Wage Tax Law. This iaw applìes to people living andlor working in the City olWilmington.

6. The tJ.S. Departmcnt of Cornmerce monitors Procurement transaction made to minority business
enterprises by the City of Wilmington. l'he Minority Business Developments Agcncy's l)istrict Office rcserves

: right to contact the successful minority proposer and/or subcontractor to confirnr any participation in the
Procul'ement process.

1. The successful biclder certifics that they are not listed on the Federal Governmentai, Excluded Parlies
List System (þ:ì,y1)'..i:tt4.t,grrr;). 'fhis will be verified by the City of Wihnington and if listed rnay be grouncls for
rejection of the bicl or proposal.

8. Award and åll:*¿:¡tion of Contract

A. Consider¿rtion of Proposals. Bef-ore awarding the contract, a proposer may be recluired to show
that he/she has the ability, experience, necessary cquipment, experienced persorutel, and

financial resources to successfully carry out the work required by thc contract.

'l-he right is reservecl to reject any and/or all proposals, to waive technicalìties, to advertise fur
new proposals, or to proceed to do the work otherwise, if in the.jucigernent of the department the

bcst interest of thc City will be pronroted thereby.

Arvard of Contract. 'l-he award of the contract, if it be awardecl, must be within sixty (60)
calcndar ciays a['ter the opening of proposals to the qualified proposer whose proposal complies
witli all thc requirements prescribed. 'fhe successful biclder r.vill be notifrecl by Ietter r.¡iailed to
the address shorvn on his pr<-rposal that his proposal has been acceptecl ¿rnd has been awardccl thc
corìtract.

B
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CJ Cancellation of Arv¿rrcl. ]'he City reserves the right to cancel tìre award of any contract at any

tirne bef'ore the execution of saici contract by all parlies without any liability against the City.

Any pcrso¡ cloing business or seeking to clo business with the City shail abide by the following

Sjul li t:iry llt !¡11.¡plçs:

lobal
9

A Supporl univers¿rl human rights and particularly, those of employees, the communities within

which you operate, and parties with whom you clo business.

promote equalopporlunity for employees at all levels of the conlpally with respect to issttes such

as coìor, race, genclet, age, ethnicity, or religious beliefs, and operate without unacceptable

worker treatment such as the exploitation of children, physical punishment, female abuse,

involuntary servitude, or other forms of'abuse'

C. Respect employee's voluntary fieedom olassociation'

D. Compensate employees to enable them to meet at ieast their basic needs and provide the

opportunity to improve their skill and capability in order to raise their social and economic

opportr-rnitics.

E. provicle a safe antl healthy workplace; protect human health and the environment; and promote

sustain¿rble cìeveloPment.

F, promote fair competition i¡cluding respect for intcllectual and other property rights, and not

offer, pay, or accePt bribes.

G. Work with governments and communities in which you do business to improve the quality of life

in fhose communities -- their educational, cultural, economic, and social well-being -- antl seek

to provide training and opportunities for workers fì'om disadvantaged backgrouuds.

H. Promote the application of these principles by those,uvith whom you do business.

Special Note: Effective January 1,2015, per City ordinance 14-042, all contracts f'or which competitive

Uiaairrg is required, minimum wage of $10.10 pcr hotu' must be paid to rvorkers in the performance of any

contract or subcontract with the City.

prc-proposal: Montìay, Junc 5, 2071,, at 10:00 a.m. in the Louis L. Redding-CityiCounty Builtling,5tl'

Floor Atrium Conference Room, 800 French street, Witmington, Dfl 19801

All questions are clue in lvriting to T'ina Romano-Austin at irry¡r,i¡]1¡i¡1]Si iltttitt¡Ìlttttilc.ltttr'

by noon on Jutre 13,2017

B
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REQUEST FOR PROPOSAL

l8022DFPS Dcpartmcnt of F-inance, Division of Revenuc

Printing and Mailing Ser-viccs

SERVICE DESIIìED

Wage Tax, Property Tax and Utility Billing Statement Printing and Mailing Services,
ftrr the City of Wihnington lìinanoe Dcpaftrnent, Division of Revenue (City) which r.vill
include irnprinting and mailing of Properly'l'ax and monthly LJtility Billing Statements.

CONTRACT TII,RM

The City intends that the firm awardecl a contract, will perf'orm the work commencing
upon the date specified in the Notice to Proceed anct terminate upon expiration of the
contract unless terminated by the Cify with the delivery of written notif,rcation of
contract termination. For ¿r full-service contract, the City anticipates entering into â
three-year contract, starting September 22,2017, with two one-year renewals, at the
City's option, subject to budget appropriations.

S-E-LE-CTLAN P.ÌO- SS

An Evaluation Committec will review and rank all proper submittals based on the
evaluation criteria set forth in this packet. From these rankings either a

recomrrìendation to select thc "most suitable" fìrrn based upon qualifications and price
will be made or a "short list" of leading canclidates will be developed for interviews.
The City of Wilmington will be the sole judge of the "rnost suitable" firm.

INTBR\rIEWS

Interviews will be hcld at the sole option of thc City, If interviews are conducted, fìrms
should plan to includc kcy personnel, who will be assigned to work on the proposed
project, in the interview. I'ìirms being interviewed may be asked to provide
supplemental or additional inforrnation f'or review by the Committee prior to the
conduct of the intervicws. Previous clicnts may be contactecl as part of the evaluation
prooess.

DBMONSTRATION
At the option of the City, fìrrns and/or the firm selected as the "mos1 suitable" may be
rcquired to dcmonstrate the functionality of an existing sirnilar system. The
demonstration mltst be conductccl with the products and must be able to dcmonstrate the
functionality.

Pagc I



Iìailr-rre to agrce rvith the dcmonstration may disqualify the firrn. lìailure to use the
products proposed or to achievc the perltrrmance proposed may disqualify the fìrm and
the demonstration will be concluded.

During the contl'act term, the City reserves the right to perform bi*annual inspections at
the f,rrm's site.

SUBCONTRACTORS

'I'he proposal shall identily all subcontractot's and the procedures for managing all
subcontl'actors. Firm may not hire or change subcontractors without prior written
permission of the City.

SI4LECTI ON COMMIT'I'BE

Thc E,valuation Committee will be composed of professionals with soflware
programming ancl systems analysis skills; procurelnent and contracting skills; billing
and collection skills; and management skills.

fhe Committee will be interested in learning how you havc provided services of this
type and how you might handle this work. Structure your responses to make it easy fbr
thern [o cvalual"e youl capabilities ancl experience.

Typically, committees try to review all presentations at one sitting to facilitate continr:ity, rvhich
helps in-rprovc thc consistency of the individual scoring. Due to the number of finns that usually
respond ancl the limited amount of time available to review each proposal, it is strongly
recornnended that you be concise and to the point.

SUBMI'I-T'AI,

Submit re.sponse in six (6) hard copies (original and 5 duplicate har<l copies). Responscs shalt
bc sealed in an opaque envelope or package which has been clearly rnarked in the upper left
corner with the words "REQUE,ST FOR PROPOSAL" followed by the firrn name and

address. In the lower lcft colner of the envelope or package write out the RFP nrrmbcr,
subrnittal date, and project title.

l)age 2
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The submittal responsc consists of the itenis listed in the "Contents of Request for Proposal"
Section. Any material submitted for considcration must bc incorporatcd in each response copy, A
single set of material will not be revicwed. Submissions will becorne part of the official records
for this RFP and cannot bc rcturned.

SURMITTAI, DEADLINIC

It is the sole responsibility of tlie respondent to ensure that tlicir subrnittal is in the possession of
the City of Wihnington Procurernent Division, Department of lrinancc by the appointed date ancl

time. The City of Wilmington shall assume no responsibility for any delay in any other service
resulting irr a subrnittal being received late by the Purcliasing Department,

SUBMITTAL RE.IECTION

The City of Wilmington reserves the right to reject any or all Ploposals, portions or parts
thereof, and to waive all minol irregularities. Special attention will be directed to the
qualifications of the firm when consi<lering the award of a contract.

IICTION 2 - CONTENTS OF RE FOR PROI)

As a request for proposal identifìcation please make the first shect of the submittal the
cornpleted Part I "Proposal Summary and Year Sheet" irnmediately followed by completed
Parts2,3,4,5, and 6. Use continuation sheets as necessâry indexed to the part to which it is
responding.

lá\RT l -ìÌtì.QPq: AI. srli {.ll/q /\ t4"y al_\psp_vJßsllE_ET

A. Legal Name of Applicant Company:

B. Narne of

Contact

Person: Title:

'!'r,år:pllorr rl iT t¡ rrtllc:t':

C. Did outside individuals/agcncics assist with preparation of this program? _YllS No
If "Yes", please describe:

Scope of intcrest: This proposal is submittcd for considcration of our' firm f'or the following
notcd Request for Proposal;

D
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lill{}lI lì;5'i' Nri}l{ l}ll{}l'{}5.\1.
18022DFPS Department of Finance, Division of Revenue

Printing and Mailing Services

I certify that to the best of my knowledge the information contained in this RFP is accurate and

complete and that I have the legal authority to commit this agency to a contractual agreement. I

of the Wilmington City Council.

Print Name Title

Signature, Administrator or Applicant Agency Date

Page 4



I'AI{T' 2 - Ilcceipt ot' Aridendum:

All official clarifìcations or interpretations of the proposal documents will be by writtcn addenda

only. The fìrrn acknowledges rcceipt of the following addenda if any:

No Dated DatedAddendum
No.

Datecl Addcnclum
No.

Dated

A

PART 3 - ADMINISTRATIVE INFORMATION

FIRM:

1. Narne of Finn:

2. Business Address:

3. 'felepl-rone Number

4. Iìax Number:

5. Federal Tax Identification Number:

B. INSURANCE COMPANY:

l. Name of Company:

2. Name of Agent:

3. Address:

4. 'l'elephone Number:

PATì.T 4 -CONTRACTOR QUALIFICATION STATEMENT:

The fbllowing statements of experience, personnel and general qualifications of the finn arc

submitted with the assurance that thc owner can rely on ils accuracy and truthfulness. Il'more
space is requirecl for your answers, please attach a continuation sheet(s) to the corresponding
Pro¡rosal resporlse page referencing the item number.

I . 'I'he firrn has bcen in br¡siness continuor-lsly from (month and year).

Addendum
No.

2. Describe the generalexpeliencc of thc lÌrm
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3. List allcngagements the company has unclertaken in the last fìve years which have
resulted in:

u. Arbitration or litigation and the disposition of the cases

b. Claims being files by any Federal, State, I-ocal Governmental agency or
individual.

c Liens fìled by sLrpplies or subcontractors. List with whom, for what, and amount.

Part 5 - SBRVICES

Staternent-Printing & Mailing Services. 'fhc f'ollowing basis service for irnprinting and mailing
of monthly, quafterly and annual binning invoices is desired by The City of Wilmington. Other
services may be added fbr a contract is signcd or during the contract term by agreement of the

parties. Alternative methods which provide eclual or betler service or which reduce cost will be

considered.

A. Tasks/Specilications

Onc'linre Set-Up &'l'esting: Contractor representatives will be available to work
with City stafl as needecl, to accornplish timely inrplemcntation of irnprinting ancl

Page 6



rnailing services, inclLrding assistance with form needs, assurance of computer input
compatibility, and sintilar details. Contractor must develop a process to provide
samples of each billing in RDF fonnat of cach of the statement categot'ics, i.e. Utility,
Real Estate and Wage'lax.

2. Imprinting & Mailing

Contractor representatives will be available t<¡ work with City staff as needed to

accomplish timely irnplementation of irnprinting and mailing services, including
assistance with I'orm needs, assurance of computer input compatibility, and

similar details.

b. 'fhe City will transmit thc monthly billing clata to the contractor usually within thc
last rvcek of each month for monthly Utility Billing and Real Estate annual
billing, and quarterly 1òr delinquent Real Estate bills; and periodically for Wage

Tax, or as needed for any of thesc billing types, The monthly transmission file
may include flags on some account denoting thc rcquirement for contract to
include "monthly inserls" (scc paragraph 3 and 4 below) with thc statement for
that account.

c. The contractor will irnprint and mail the statements within 2 (rwo) working days

of receipt of the billing clata, unless special arrangement is made between the

contractor ancl thc City.

d. The contractor will pick up all materials required eithcr from the City's Revenue
Division or from the City's designated printing company and have the capability
to store a six-month suppiy of inrprinting/mailing stock and mailing ettve lopes.

'I-he contractor will be lequirecl to store, control and maintain the delivered
irnprinting/rnailing stock, including notifying the City when stock levels reach the
three-month supply level. This includes envelopes, bill fonns ancl any other
necessary materials.

L Contractor rnust have ability to

a

e

I

II
III
IV

Work rvith multiplc filc forrnats including fixed, width, cvs, xn-ìl, and exccl.

Perform calculations/acld logic bascd on the bill state file values.

Change print layout on dcr¡and.

Providc PDI" samplcs prior to printing.

Exclucle selected bills frorn printing.

l)agc 7



3. Speoial Insefts Mailing

a. Contractor representatives will be available to work with City staff as needed
to accomplish timely implementation of iurprinting and rnailing services,
inclLrding assistance with fonn needs, asslrrance of computer input
compatibility, and similar details,

Thscr;i¡11¡6

AnnLral C-ost

C)nc tirne Set,-Up -& Tg:tjn"g t,.s

b. Periodically, the City rnay desire a "special insert" to be includcd in all or a

poftion of the total month's mailing. The City will aclvise the contractor, at
least five (5) working days prior to the transmission of billing data fbr that
month, of the requirements lo inolude "special inserts" in thal. month's
mailings.

c. The contractor will print "special inserts" from data provided by thc City to bc
included in either all the mailings or as flagged on thc monthly transmission
data from the City. Thc special inseds to be printcd by the contractor will
generally bc printecl on one side of the paper on regularwhite papcr or colored
bond paper, S h" by 11", with black ink, Or the City will mail or cleliver thc
"special inserts" to the contractor to be inclucled in either all the mailings or as

flufTèd on the rnonthly transmission data frorn The County. The rnethocl of
flagging such accounts will be as agreed upon betwcen the City and thc
contractor,

cl. Thc special inserts will either be prc-fblded or a flat single sheet of paper or
f'lyer measuring noininally 3 %"X 8 y2" to B Yz" X 11".

B. Price fbr Scrvices

SCIIIIDULB 5.- STATEMENT I'I{INTING & MAILING SERVICES

Prir¡ting
Folclirrg l'ri-Fold (Bl12l x ll
One_ ti¡rc Set-Up & feqting
inserting Statement and Retuln Envelope (2 pc) 300,000
Presoltin ot- 300 000
Mailin g - Postage

EA
EA
EA

EA

EA
EÁ

S cial Iìlat lnsert
Othcr Cost

600,000

J 000
3 00,000

fìrant'l'otaÌ

75,000
EA
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C

I
Questions
h-ldicate how many yçars yoLìr finn has lrad experiencc oomparatrle to that
required under the proposed contlact as a print contractor (years) andlor as a
subcontractor (years).

List up to f ive (5) of your most recent clients with whom you have providecl
sin-rilar services, including the years the services were provided and the value of
the contracts.

Describe your experience providing similar services for public sector
organizations.

Describe your organization to include staff and rcsoul'ces that will be utilized to
provide Staternent Printing & Mailing Scrvices.

List the key personnel who will be assigned to work on the Statement Printing &
Mailing Services. As part of the fìnal se leclion proccss, the City may request
lesurnes of key personnel that will be assigncd to work on the Statement Printing
& Mailing Services. Þ-ailure to provide resume information can be cause for
lejecting a submittal as non-responsive. Note: 'l'he selectecl firm will notify the
City of changes in the key personnel assignecl to work on the Statement Printing
& Mailing Services and will agree to furnish rcsumes upon request.

2

-)

4

5

Name Title J.:sr¡ç-r-içutl:

l)escribe your mcthods, innovation ¿rnd tcchniques uscd to explore, clevelop,
control and accomplish rvork of Rilling Scrvices.

l)escribc thc major itcrns of ccluiprnenl anticipatcd to be sued to support
Statement Printing & Mailing Serviccs, such as: computcd system sof'twarc;
work processing software and hardwarc; reprocluction and binding cquiprnent;
ancl, any other significant productivity tools.

Indicatc if your ec¡uipmetrt can hanclle sorting or a print fìlc lor sorting of zip
codes fbr prepalation of irnprintirÌg statenìent fol mailing rvilh the US Post
Office.

I)cscribc your knowle dgc ol' Cjo<Je Acculacy Sup¡rort Systcm (CASS)
certifìcations.

i)agc 9
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I0. Describe your cxperience with multiple inserts with invoices for mailings

1 1. Describe your cxperience with bulk mailing ancl mailing permits,

12 Describe the location where the stock of''lhs City's pre-printed forms will be

stored.

13. Describe how a deadline would be met, if the rnail equipmcnt uscd failed.

14 If the City changes the billing cycle fiom once a rnonth to twice a month,
describe the impact of tlie operations.

15 In thc event of a disastcr, inclucling major or rninor events, describe your plans in
place for continuing to provide the Statement Printing & Mailing Services.

PArì.1'6 - QUALTTY:

The vendor is required to quality check all files before sending samples to City for their review
'fhis would include verification of the fbllowing items:

l. Name

2. Address

3. Account Number

4. Invoice Number'

5, Customel Nr.lnrber

6, Parccl number and parcel address

Vendor should have access to flag an account if it needs special handling to be returnecl to the
City.

Vcndor is to notify City imrnediately if any processing rnall'unctions occur which oould impact
the quality of thc work procìuccd.

Vendor will mect 
"vith 

the City twice a year to discuss any processing crrors, to ensure adequate
resolution, and to prevent futLlre occurrerlces.

I'AIìT 7 - BXPIIIIIENCIì AND DELIVIIRY INSI']ìUCTIONS

Selcctccl vendor is recluilcd to Irave ¿lt lcast three ycars'cxper:iencc in this fielcl and the posted

nrail needs to bc deliveleci to USPS at 147 Quigley [Jlvcl, I-larcs CorneL, Ncrv Castle, DR 19720

Page l0
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(Optional) The purposc of Part 6 is to provide aplace forthe instruction of any other information

believed necessary to more fully develop the response, include any proposed alternatives or

deviations to minimum specilìcations

Ï'nc-i:ul"rr¡rrrs;l! fuI*eliug-: N4urrcl¿rv,.ltrrte 5" ?.tll7, ¿ll ltl :(ìi) ¡.nt.. in {li*:ith l;[r¡rr .¡\lritt¡lt"
Roorn, 800 French Street, Louis L. Redding City/County Building, 5th Floor,
Wilmington, DE 19801

Proposal Due Date: Tuesday, June 20, 2017 by 4:00 p.m.

A.TTACT{MIINT A _ EVALUATION CIìITBIìJÄ. AND WEIGHTS

Cr:iteria lJçsçr.i¡Iiur

FIRM'S APPROACI{ TO PROVIDING SERVICES

Evaluation of Firm's Responses to Section 2,Parts I through T

FIRM'S EXPERIENCE AND CAPABILITIES
llvaluation of Firm's Responses to Section 2, Parts I through 7

PRICiNG
Evaluation.of Finn's Proposal in Section 2,Part 5 & Weighted Against
The Firm's Responses to Section 2, Pafts I through 7

Weieht

40

35

25

100

2

J
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REQUEST FOR PROPOSALS (RFP)
RFP NO. 18022ÐFPS

Tuesday,20 Jtne2017

Division of HLevenue, Department of Finance Printing & Mailing Services

Pre-nroposal meetins Mondav.05 June 2017 @. 10:00 a.m.

SUBMITTAL DEADLINE SUBMIT SUBMIT TO

4:00 P.M. Local, Tuesday
20 June 20ll

Original plus five (5) duplicate
harcl copies

f)epartment of Finance, Division of
Procurement and Records, 5ü'Floor

Louis L. Redding City/County Building
800 French Street

Wilm DE 19801

¡All questions are due in writing to Tina Rolnani¡-Austin at illl¡¡;ìrtri¡¡,tt iltr.r itt¡'11¡¡1¡11'.Llov by noolt on l3 June 2017



SÞ.C'I'ION I - lìllQulls'r FOR PROPOSAL (RFP)

SIIRVICE DESIRED: Wage Tax, Property Tax ancl Utiliry" Billing Statemetrt Printing & Mailing Services,

for the City of Wilmington Finance Deparlment, Division of Revenue (City) which will include inptinting
and rnailing of Properry Tax and rnonthly Utility Bilting st¿rternents.

CONTRACT TIIRM: The City intends that the finn awardecl a contract, will pelfomr the work commencing

upon iire date specified in the ì.lotice to Proceed aircl tet'tniu¿rto upoiì ex¡riratiort of the corrtt'act uniess

terminatecl by the City with the,clellvery-of written ilotification of contract fermination. F ol a fill servjcc
contract the City anticipatcs entcling into a thlee-year contract, starting 22 September 20ll , with two one-

year renewals, at tlie City's option, subject to budget appropriations.

SELECTION PROCESS: An Evaluation Committee will review and rank all proper submittals based on the

evaluation crileria set forth in this pacl<et. From these rankings cither a recomlnendation to select the "most
suitable" firrn based upon qualifications and price will l¡e made or a "short list" of leading candidates will bc

developed for intervier.vs. The City of Wilmington will be the sole judge of the "rnost suitable" firm.

INI'EI{VIEWS: Interviews will be held at the sole option of the CiSz. If interviews are conducted, fir'ns
should plan to incluclc key personncl, who will be assignecl to work on the proposcd project, in the

interview. Firrns being interviewed rnay be asked to provide supplemental or aclditional infomration for
review by the Committee prior to the conduct of the interviews. Previous clients may be contacted as part of
the eval uation process.

DEMONSTRA'IION: At the option of the City, fir'ms and/or the firm selected as the "most suitable" rnay be

required to demonstlate the functionality of an existing similar systern. T'he demonstration lnust be

conducted with the products and mnst be ablc to demonstrate the functionality.

Failurc to agree with the clemonstration may disqualifo thc firm. Failure to use the products proposed or to

achieve the perfonuance proposed may clisqualify the finn and thc demonstration rvill be concludecl.

During the contract tenn, the City reserves the right to perform bi-annual inspectious at the firm's site.

SUBCONTRACTORS: The ploposal sh¿ll identify all sub<;ontractors and the procedures for managing all
subcontl'actors. Finn trray noi hire or chauge sutrccntractors u'ithout pi'io-r'wl'iitel pei'lrrission of thc Cit1,.

SELECTION COMMITTEE: Thc Evaluation Cornmittee will be composed of prof'essiorials with softu,are
progranrming and systcrns analysis skills; procurement and coutt'acting skills; billing and collection skills;
ancl managernent skills.

The Committee will bc intcrested in learning holv you havc provided services of this type and how you
ruright handle this work. Stnrcture your responses to make it easy for them to evaluate your capabilities and
experience.

ll'ypically, committees try to review ali prcsentations at one sitting to facilitate continuif, whiclr helps irnprove

the consistency of thc inclividual scoring. I)ue to thc number of flrms that usually respond and the lirnited
amouut of tírne available to review eacli proposal, it is strongly recolnrnended that you be concise and to the

point.

S{IBMITTAL: Subrnit rçsponse in síx (6) hard copies (originalan<J 5 dLrplicate hard copics).Ììcsponses
shall be sealed in an opaque cnvelope ol package which has been clearly tnarked in the uppcr Ieft comer
with the worcls "RIIQUEST FOII PROPOSAL" fbllowed by thc lirnr narne and address. In the lower left
.^r'nêr'nf lh. crrr¡el^r.,'nr,ranL,q,re rr¡r'itn nnl ilrn RFP rrrrmh¡'t' c¡rhrnil'f r¡l dqie rn¡l rrrninnt iille, v¡Jrv



S{JBMITTAL CONTENTS: The subrnittal response consists of the iterns listed in the "Contents of lìequcst
for Ploposal" Section. Any material st¡bmitted for consideration must be incorporatccl in cach response copy
A single set of rnaterialwillnot be reviewed. Submissions will bccome part of the official lecolds for this
itliP anci c¿uri¡óf lr: ¡'!:{ur'n*rl.

SUBMITTAL DEADLINE: It is tire sole responsibility of the respondent to ensure that their submittal is in
the posscssion of thc Ciry of Wihnington Procurement Division, Department of F'inance by the appointed
datc and timc. Thc City of Wilmington shall assume no responsibility for any delay in any other service
lesulting in a submittal being receivecl late by the Purchasing Department.

SUBMITTAI, RIIJECTION: The City of Wilmington reserves the right to reject any or all Proposals,
portions or parts thereof, and to waive all minor irregularities. Special attention will be dirccted to the
qualifications of thc firm whcn considering the award of a contract.

SECTION 2 - CONTENTS OF REQUEST FOR PROPOSAL

As a requcst for proposal identification please make the first sheet of the subrnittal the completed Part 1 -
Proposal Summary And Cover Sheet" irnmediately followed by completed Parts 2,3, 4, 5, 6,7 ancl 8. Usc
continuation shcets as necessary inclexecl to tlie part to which it is responding.

PART 1 - PROPOSAL SUMMARY AND COVER SHE[,7

A. Legal Name of Applicant Company: Maih'oom Systems, Inc.

B. Narne of Contact Person: Stephen T. Trainer

Title:President

Telephone Number: 610 236 9100 x 3001

C. Dicl outside indivicluals/agencies assist with preparation of this program? NO
lf "Yes", please describe:

D. Scope of interest: This proposal is submitted for consideration of our firm for the follor¡,ing noted
Requcst for Proposal:

REQUEST FOR PROPOSAI.

l8022DFPS Department of Finance, Division of Revenue

Printing and Mailing Services

I certify that to the best of rny knowledge the information contained in this RFP is accurate and complete and
that I have the legal authority to commit this agency to a contractual agreement. I unclerstand that thc final
funding for any service is based upon funding lcvels and the approval of the Wilminglon City Council.

Ste¡rhen T. Trainer
Print Nanre

Presidcnt
Title

â/ l\i¡jr,t': td/l' \tr,{: ¡i,;i:t !4 tr-*.-
Signature,,d I rir ì r ¡ i:;tr ¡r t,',li or Applicant Agency I)ate



PAüT 2 - iLcccipt of etidenrium

All official clai'ifications or interpretations of the proposal documcnts will be by written adclendurn only
The fìrrn ackuowlcdges leceipt of the f-ollowing adclendum if any:

PART 3 - ADMINISTRATIVE INFORMATION

A. IIIRM:

l. Name of Finn; Mailroom Systerns, frtc.

2. Business Address: 340 Buttonwootl Street West Reading, PA. 19611

3. Telephone Number': 610 236 9100 x 3001

4.FaxNumber: 610 372 4490

5. Federal Tax Iclentifi cation Numbe r : 23-2806567

B.INSURANCE COMPANYI

1. Natne of Company: Utica Mutual Illsurartcc Company

2. Name of Agent: Donna LaBree

3. Address: 60 Haddonfield-Berlin Rcl

Cherry Hill, NJ 08034

4. Telephone Number: (856) 795-7500, ext 341

PART 4 - CONTRACTOR QUALIFICATION STATEMENT

The following statements of experience, persorrnel anri general c¡ualifications of the firm are submitted with
the assurance that the owner can rely on its accuracy and truthfìllness. lf more space is required for your
answers, please attach a continuatiou sheet(s) to the corresponding Proposal l'esponse page referencing the

item number.
1. The finn has been in business contirruously florn:
March,1973

2. Describe the gencral cxperience of the firm.
Mailroom Systcms, Inc. Headquarterctl at 340 Buttonwood Street West Reacling Pennsl'lvania was

fouudcd in 1973 by Thomas .I. Trainer. Mr'. T¡'ainel'sau, thc necd for businesses to or¡tsource theil out
goiug USPS nrail to e¡lablc tlrcm to spend morc time focusing on their day to day core business

activitics. In 1978 the Unitcd Statcs Postal Se¡wice increased thc postage discount for prcsortcd mail
fro¡n $.01 to $.02. Al this point Mr'. Trainer dccidcd that this rvas an opportune lirnc to l¿rr¡nch

Mailroolrr Systenrs' presorting scr-viccs. T.honras.I. Traincr retirecl as ¡lresident ol'thc company in
1995.

Dated Addendum
No.

19June20t7

Dated Acltlenciurn
No.

Dated Addendum
No.

Dated

#t



Stephen T. T rainer has bee n the Presitlc¡lt sincc Mr. Thonras J. Traincr's rctircmcnt a¡rtl has

contirnred to cxpancl upon the corc business. Mailroom Systems, Inc. has been develo¡red into a
customer tailored mailing systern, where undcr one l'oof all of the tbllorving functions can be

(Ìll$rl)lf i ü{l:

1. Receiving data Iile via our secured F'I'P u'eb sitc
2. Plinting
3. Folding
4. Intelligent Inserting
5. Comingled Prcsort/Barcodittg

The above insures the highcst lcvel of mail integrity and Security as the chain of custódy is maintai¡ted
up to the tlispatch of the fìnished mail trays dircctly to the USPS Proccssing & Distribution Center

responsible f<lr the local delivery of the maiì, thus insuring the quicl<est delivcry time to your
customer and thus thc quickest reccipt of your receivables (Reducing Days on Sale). The abovc

described outline of mail flow is not offered by nor rivaled by ANY competitor. Currently, Mailroom
Systems, Iuc. serryices over three (300) hundred customers on a daily basis and Inatrâges rnillit¡ns of
rìollars of United Sfates Postal revenue. Our daily dispatched mail volttme is in excess of 300,000

pieces, witlt 20o/o of that volume (60,000 mail pieccs) originating frorn our ¡rrinting departntcnt. Witlr
the above in mind, Mailroom Systerns, Inc, can insure tlle maximum postage discourrt is obtained for
you our CUSTOMER.

3. List all engagements the company has undertaken in the last flrve years which have resulted in:

a. Arbitration or litigation and the disposition of the cases.

A Richard Fernandcz filcd a religious discrimination case in the US District Court for the
Eastcrn District of Pennsylvania against the Company after he was terminated. Mr. Fernandez

was â drivcr who r¡'as terminated after he was decmcd uninsurable by our insurancc carricr. In
addition, his driver's license had becn suspendcd. Thc case was settled for nuisancc valuc.

b. Claims being filed by any Federal, State, Local Govcrnmental agency or individual

Other than various claims for workers compensatioll and unetnployment compensation, we

are only awâre of 1 other potential claim. Recently, we lvere notificd of an initial corporate
irrconre tax assessment by the State of New Jcrscy. Our response is not due until Jrl.ly 27 12017,
and we are still in the process of having our accountants deter'¡nine what, if any, is due to the State

of New Jersey.

c. Liens filetl by suppliers or subcontractols. List with whotn, f'or what, and amount.

None

I'ART 5. SER\rICES

Statement-Printing & Mailing Services. l"he f-ollowing basic scrvice for irnprinting and rnailing of
monthly, quarterly and annual billing invoices is desired by The City of Wilmington. Other services may

be adilcd before a corrtract is signed or during the contract term by agrecment of the parties. Alternative

methods which provide equal or bettcr service or which reduce cost will bc considered.



A. Tasks/Spcc i fìcat ions:

l. One Time Set-Up 8*. Testing: Contractol representatives will be availat¡lc to work willì City stafl', as

needed, to accomplish tiurely irnplementation of imprinting and rrrailing services, including assistance

with folrn needs, assurance of cornputer input compatibility, and similal details. Contractol must
clevelop a ploocss to provide sarnples of each billing in IIDF format of each of thc statement categories,

i.e. Utility, lìeal Estate and Wage Tax.

2. hnprinting & Mailing:

a. Contractor l-epreselltatives will be available to work with City staff as neecled to accornplish tiurely
implernentation of imprinting and mailing selices, includirig assistance with form needs, assnrancc of
computer input compatibility, and sirnilar details.

b. The City will transniit the rnonthly billing data to the contractor usually within the last week of each

month fbr monthly Utility Billing and Real ìlstate annual billing, and quartcrly for dclinquerrt Rcal Estate

bilts; and periodically f'or Wage Tax, or as needed for any of these billing types. The rnonthly transu.tission

file may inolude flags on solnc accounts denoting the requirement for contl-acto¡ to include "tnouthly
inserts" (see paragr-aph 3 &. 4 below) wilh the statemeut for that accoutrt.

c. The contraotor will imprint ancl mail the statements within two (2) working days of rcceipt of the billing
data, unless special anangement is macle between the contractor and the City.

d. 1'he contractor will pick up all materials required eithel from the City's Revenue Division or fìorn the

City's designated printing company and have the capability to store a six-uronth supply of
imprinting/mailing stock and mailing envelopes.

e. The contractor will be required to store, control and maintain the clelivered irrrprinting/mailing stock,
inclucling notif,ing the City when stock levels reach the three-month supply level. This includes envelopes,

bill forrns and any other necessary materials.

f Con(ra-t'.tor urr-rst have abili$ to:

I. v,y'ork with muliiple file formats including fixed, rvidth, CSV, XML aiid Excel

IL Perform calculations/adcl logic based on the bill state file values.

II1. Change print layout on demancl.

lV. Provide I)Dlì samples prior to printing.
V. Exclr.rde selected bills fi'om printing.

3. Special Irrserts Mailing:

a. Contractor representatives will be available to work with City staff as neeclecl to accorn¡rlish timcly
implementation of imprinting and mailing services, including assistance with lorrn ueeds, assurance of
cornputer input oompatibility, and similar details.

Annual Cost

One tinie Set-Uo &'I'esting $0 $0



b. periodically, the City may dcsire a "special insert" to be inclucled in all ora portion of thetotal month's

maili¡g. The City will aclvise tlre contractor, at least five (5) working days prior to the tlansrnission of

bilìing {ata for !h1! mont\ _of the requirernents to include "special inscrts" in that lnontlt's mailings.

c. The contractor will pri¡t "spccial inserts" fion data provided by the City to be included in eithel all the

mailings or as flagged on the nrontlrly transmission clata from the City.'lhe special inserts to be printed by

the contractor will gelerally be plintecl oll one sidc ol the paper on regttlar white paper or colored bond

paper, Bt/z,Xll",withbtackink.OltheCityrvill rnail ordeliverthe"special insetts"tothecontlactorto

be includecl in either all the mailings or as flaggecl on thc monthly transmission data from The County. The

lnethod of flagging such accoLlnts will be as agrced upon between the City and the contractor.

cl. The special i¡serts will either be pre-folclecl or a f]at singlc sheet of paper or flyer measuring nominally 3

Yz" XB Y2" to I Y2" X 11" '

B. Price for Services:

SCHEDULE 5 _ STATDMENT PRINTING & MAILING SBRVICES

$3,300.00

$3,000.00

$o

$3,900.00

$4,500.00

$111,900.00

Grand Total $ 126,600.00

C. Questions:

l. Inclioate how many years your l'irnr has had experierlce conrparable to that rcquired under the

proposed contract as a print contractor (20+ years) and/or as a sttbcontractor (N/A).

2.Listup to five (5) of your most recent clients witlt whorn you have provided similar services,

including the years the services were proviclecl ¿rnd the r,alue of tlte contracts.

Diamond Credit Uniotr
Lory Sheff, (610)326-5490 ext 201 1

sheffl@diamondcu.com
1600 Medical Drive
Pottstowr, l>a. 19464

Valuc 561,423.47
Years of Servicc: 5

EA $.011300,000

$.01300,000 EAFolding - Tri-fold (8 1/2 x I l)

Printing

EA $oIOne time Set-Up & Testing

600,000 EA $.006sInserting Statement and Return Envelope (2 pc)

EA $.01sPresorling

EA $.373

300,000

300,000Mailing - Postage

EASpecial Flat Insert

Other Cost



2. lìnergy Managerncnt Systcms
Anrr Nu tter (6 1 0)29 6 -281 5

anutter@ems3.com
801 Splingrlalc Dr'.

Exton, Pa.19341
Value $211,541.30
Yeals of Service: 12

3. Mqrlin LçaEing
Craig Green (888) 479 91 I I x 4149
cgrecn@mar-l inleasing.corn
300 Fellowship Rd
Mount Laurel, NJ 08054
Value $120,412.68
Yeals of Service: 11

4. Quest Diagnostics
Kamlesh Jani (484) 676-7342
karnlesh.k j ani@questd i agnostics.conr
l00l Adams Avc.
Norlistown, Pa.19403
Value $660,258.35
Years of Scrvice: 13

5. Jonas Fitness
Michelle Davis (832) 864-1142
michelle.davis@j onasfi tness.com
16969 North Texas Ave., Suite 500
Webster, TX.77598
Value: $l15,718.47
Ycars of Serr'icc: ,l

3. f)escribe your experience providing similar sen¿ices for ¡rublic sector organizations.

lìr¡' tltc rr¿rs( li 1¡í):!¡'s. \ì'e havc been ¡lroviding scrvices fol the public sector for mol'e than 20 ye:ìrs.
In addition to providing daily printing, folding, inserting, metering and presort barcoding
scrvices, we have also assistcd them rvith arrnual mailings (tax bills), rnonthly mailings
(water/server bills).

We cr¡rrently hold thc follorving public scctor Contracts:
a. PI{EAA, Courmonlcalth of Pennsylvania
b Horsha¡n Water/Sovcr.Authority, Pennsylvania
c Quakertr¡wn Conrmunity School District, Peunsylvania
d Whitcmarsh Torynship Authority, Pcnnsylvania
.c Warminstcr Municipal Aufhority, Pcnrtsylvauia
f. Rorough ol' Conshohocl<en z\uthority, Pcnnsylvania
g. Souderton Area School District, I'ennsylvania
h. Montgomery County Conrnrunity College, Pennsylvania
i. City of Passaic, Ncu, .Icrscy
j. Borouglr of -South Pla-rrrlìeld, Ncr.v Jelsey



4. Describe youl organization to inclucle staff and resources that will be utilized to provide Statetnent

Iilirrt irt¡r & Þlailìng Ssi'l,ice s.

Mailroont Systenrs, Inc. has been dcveloped irrto a customer tailorcd mailing system, wltcrc under
onc rool'all of thc following functions can be completed:

a. Receiving data file via our secured FTP web site, in today's security mindecl environmcnt it is

required to have a seasoned IT staff (Mnrlin llchlcr, Manager) that can deal with threats, both
extcrnal and internal and make surc that the rnost efficient paths (both softrvare and hardwal'e)
arc utilized.

b. PrintinglFoldingi Intelligent Insertingr to bc ablc to provide integrify in inserting you must
begin with the quality of printing. There is a never ending of new and better hardn'are and

soffware to improvc the flow from Data to finished mail piccc and having a seasonecl opcration
staff (Christine ShappellÆd Rolko; Print/Letter shop Managers) dealing with the daily challenges

is a key to our success.

c. Comingled Presort/Barcoding, the USPS has continucd to place high goals and objectives ou

this irrdustry. The level of advancenrcnt in the OCR (readers), both hardwarc and softrvare over
the past ten (10) years has been incredible. Having a seasoned operation staff (,Iames Uppole, VP

Mail Operations) dealing with the daily continuing upgrades is a key to our success.

With the above in mind we have been able to assure the highest level of mail integrity and securify
as the chain of custody is maintained up to the dispatch of the finisbed mail trays directly to the
USPS Proccssing & Distribution Center responsible for the local delivery of the mail, thus
insuring the quichest delivery tine to your customer and thus thc quickest receipt of your
reccivables (Reducing Days on Sale). The above described outline of mail flow is not offcred by
nor rivaled by ANY competitor.

5. List the key personnel who will be assigned to work on the Statement Printing & Mailing Services. As
part of the final selection process, the City may request resumes of key persotuel that will be assig¡red to

rvol'k on the Statement Printing & Mailing Services. Failure to provide resume information can be cause

for rejecting a submittal as non-responsive. Note: The selected firrn will notify the City of changes in the

key personnel assigned to work on the Statement Printing & Mailing Services and will agreo to furnish
resumes upon request.

Name
a. Stephen Trainer
b. l\{il<e Goda
c. Larry Weirich
d. Manucl Laureano
e. Jarnes Uppolc
f. Marlin Behler
g. Christine Shappell
h.Iùtl Rolko
i. Renuca Shauf
i. TJ Tull
l<. Torld Tull Sr.

Title
Prcsident

CFO
\|P Transportation & Logistics
Manager Transportation & Logistics

VP Mail O¡rcrations
IT Managcr

Print/Letter shop Manager
Print/Letter shop Managcr

P rint/[,etter sltop Supervisor
OCR Manager

OCR Supervisor

å¡,rEr*r'ie ¡tr:r'

30 ycars
30 years
30 years
20 years
26 ycars
27 years
14 years
20 years
5 ycars

10 years
l5 years



6. Describe your methods, innovatiou and techniques usecJ to explole, develop, oontlol and accomplish
work of tsilling Services.

Our ycars of expcricucc and exposure in the mailing industry and its many facets, have allorvcd us

to devclop busincss rclationshi¡rs witll professionals frorn acloss a large spectrurn of intlustries.
Wc arc vety fortunate to have inside information through these resourccs that sup¡lort our need
to be on tlre cutting edge as iudustry standards chauge antl ilnprove.

7. Descrìbe the rnajor iterns of equipment anticipated to bc used to support Statcment Printing & Mailing
Set'vices, such as: cornputer systcm softwal'e ancl hardware; word plocessing software and lrardware;
reproductiou and binding equipment; and, any otlrer- signifìcant ploductivity tools.

Mailroorn Systems, Inc. is currently utilizing an IBM x236 File Server with multiple mirrored
hard dI'ive scts and redundant power supplics. lVe have also iust invested in addifional
mirrored storage and a brand new LT02 Ultriurn Tape Drive for nightly backup and bacl<up
verification currently using a two-wcelt rotatiou of tapes. The Operating Systern is the
Microsoft Small Busilìess Scrver 20C3 Standard Softwarc Suite utilizing Symantec Backup
Exec software for tracl<ing-up the Small Busincss Serryer componcnts. Mailroonl Systems, fnc.
also employs Symantec Antivirus software fbr Antivirus protcction olr the PC's & thc File
Scrver.

Thc gørlJfSr¡Lü.ä/(.¿¡l-Ud/-jfl1rri that rvill be utilizcd to create your Statements is DocFormSTM.
This software handles the tash of merging variablc antl static data and content, to create
personalized print and electronic docurncnts.

The lr:¡;rr{/¡r¿¡¿r',rÏi¿-¡.{.Xy'-hggg-"used in our office and production enviro¡rments is Microsoft
Office Suite. We lïnd it suits all of our nceds internally.

The !ry;ù¡vut't. to producc thc tiocurnent will be a Konica Minolta bizhub I'ILO 1050, capable of
pninting over 100 pages pcr ¡ninute. The cut sheet printer is networked directly with the
IjocForm5 software. After a one tirne set up of all statements, invoicc or document
"tcmplatcs" thc filcs âre ¿ìble to be sent througlr our softrvare that automatically initiates thc
printing process.

The ¡'c$J'¡¡tluclltt!-Ê.$fÍ..!2!J-Uüllt: needs are handlcd through the l(onica Minolta bizhub PRO
1050.

The !sü!¡!r sitnif i¡:as¿t prutlt¡úit,i¡¡__(,_qJf we utilize are tlr,o (2) Ilell & Ilowell Intelligcnt Nlail
Star inserters (rnail inserting rnachines), onc four (4) station, with a high capacity top sheet
feecler ancl OMR intelligencc, one eight (8) station rvith a high capacify bottom shect feeder
and btrcodc reading intelligence. Both are equipped with MBO folders antl AUI teclrnology.
This softwarc system insures quality control through job sct up functions that are controllcd
by supcrvisors, through password protection.

We also utilize thrce (3) Bell & I{orvell J3000 MLOCIì Letter Sorting Machines. All are
equippcd with the latest and greatest reatler lechnology. I4ach rnachine is equipped with a Sabre
NW Core 17 Iìeader Carncra Sysfenr, Sabre Plus (Parnscript Softlvarc) for handrvritten mail,
Intcgrated Movc Cornply firr USPS N{ove Update cornpliancy and a SBVA (Softrvare Based
Verifier Analyzcr) to vcrify and analyze the IMB barcode quality lil<e thc USPS Merlin machinc
does. Äll MLOCR's havc fi¡ll sctvicc Intclligent MailIìarcodc (IMB) softrvare a¡rd harthvare as

well as f-rr:ut<! ¡¡çrr.y Vidsp .fct 37PC ilk3r-rts to i¡rsrl'e fhc highcsf r¡ualit,v bll-r:rrrle being spr.a,yed on
each mail piccc, thtls assuring thc maxinrum ¡rostal savings for you our custotner.

a

a

a

a

a



B. Indicatc if your equipment can handle sorting of-a print file fol sorting of zip codes f-or pleparation ol'
imprinting stâternents for mailing with thc US Post Offìce.
Yes

9. Desclibe your knowledge of Coding Accuracy Support System (CASS) certilìcations.
We use Bell & Horvell softwarc that is (CASS) Certifìed with thc USPS that is updatcd evcry
month. Wc (MASS) certify with the USPS cvery ycâr.

10. I)esclibe your experience with multiple insefts with invoiccs for mailings.
Our Mail Star 825 ( Inserter) with AUI intelligence, provitles security and integrity to all
custorner mailings, through the System Functions. Features include pre-progi'ammed job
options that are custo¡ner and job specific, including all com¡ronents, all colnputer weighing,
postage meter by weight and barcode rcading when applicable. The standard sensors a¡rd
detection devices are also controlled through the systenr. They are accessible only with
Supcrwisor or Managcment access. One of the l:rrgest obstacles when dealing wifh mailing
equipment is the risk of doublc stuffs, compromising privacy. This intelligence eliminates
those risl<s by requiring the individual stoch weights to be entered into thc job progrâm
thcreby insuring the integrify of the conterrts of the letter. If a completed "set" is removed, it
cannot run thru âs pârt of the original mailing, it will have to be declared "manually
processccl" to be accounted for in the predctcrmincd print and fold count. Given tlle above
technological capabilitics we cân insure inserting integrity of up to eight inserts.

I l. Describe your experience with bulk rnailings and mailing permits.
Mailr<¡om Systems, Inc has been in the mailing business since 1978 and processes a¡rd
dispatches in excess of 300,000 pieces of mail daily. Each days mailing consist of both meter
and permit rnail enteretl via postal form 3600 and the subsequent multiple dispatches to nine
(9) inclividual USPS P&DC's via postal form 8017.

12. Describe the location rn4rere the stock of the City's pre-printed fonns will be stored.
It rvill be stored on sitc i¡r our 20,000sq foot r¡rail processing facility, tlrat is a sccurcd stand
alone structure on 2 acres.

13. Describe how a cleadline would be met, if the main equipment used failed.
We have reclundant printing cquipment and if all of our print systems woultl fail, we are
contracted through our service lnaintenance provider to support our comrnitmcnts in the
event that thcrc could be significant downtime.

" We have on site maintenance of all mailing equipment, to minimizc rnailing machine
failures.
We currcntly operatc our cquipmcnt ¿rt 607o capacity, so in the evcnt that one mailing
machine fails, thcre is excess capacity on the remaining functioning equipment to
accommodate the production needs and rncet the deadlines. Bcginning January 1,2009 all
iuserting has been processed exclusively utilizing one (1) of our multiple intelligent
inserters.

14. If the City changes the billing cycle fi'om once a month to twice a month, dcscribe the impact on the

operation.
None



15. Irr the evcnt of a disaster, inciucling majol ol rninot'events, clesolibe yotrr'¡tlans irt placc for

continuing to provide the Statement Printing & Mailing Services.

(See Attachctl Disaster Recovcry PIan)

PAIìT 6 - QTJALITY

Tire venciol is rcquilecl io quality clieck all lìles before sendiirg sarnpics to the Ciiy foi' iileir review. Tiiis

woL¡ld inclucle verif ication of the following items:

l. Name
2. Address
3. Account Number
4. Invoice Nunrbel
5. Customet'Nu¡ntrer
6. PalccI Number and parccl acldress

Agreed

Vencloi shoulcl have access to flag an account if it needs spccial hanclling to bc tctumed to the city

Agrcetl

Vencior is to notifu the City immediately iiany proccssing malfunctions occur which could impact tl-re

quality of the work produced.

Agreed

Vendor will mset with the Cify fwice a year to discuss any processing errors, to ensure adequate

resolution, and to prevent future occurrences.

Agreed

PART 7 - EXPIIIìIENCE AND DELIVERY INSTRUCTXONS
Selected vendor is required to have at lcast three (3) years experience in this field and the posteci mail needs

to be delivered to tire USPS at i47 Quigley Illvd., New Castle, DE 19720.
M.ilrnnrrr Svslorrrc has 3Q voqrs r¡f atnel'ie¡tcc in the ¡nq!!!nr¡ indrrsfruIr:=:r: uL'i::

Agrced

PÄ.IìT Iì . O'I'HIìR
(Optional) Thc purpose ol Part 8 is to plovide a place fbr the introclttction of any other inforr¡ation believed

necessary to nìote firlly devclop the response, including any proposecl alternatives or clcviations to the

minimum specifi cations.

1. åilr:ttllrir'{.rtli:
Every employee is subject to Pennsylvania State Police and NCIC (National Crime

and Infonnation Center operated by Departrnent ofJustice) background check.

Every employee is subject to random clrug testing.

Evcry employee signs a non-compete and confidentiality contract,

Evely cmployee is fully bonded

a.

b.

c.

d.

2. 'l'r';trrrl¡
)l t !-lÎ ¿ tfl il

a.

b.

c.

d.

Corrrpany ownecl vehicle fleet in exaess of fifty GPS tracked (50) vchicles

Corn¡rarty enrployc<l dr-ivc¡'s

Entirc flcct rnaintaitrctl by company cmployees
'I.^'^/;'1ô o,'.1 .on^r,^,., r.r.ntrli,.,.c I.on.l!er! 1.., ^q"r''n.r, f!4nl!'\/aoqi ui1 ¡iiË ñ;ìi¡ ¡!!uvuii uPii(¡i,itiiJ úJ ert'tttvt'J



3. .t!åaillÌr.uss:xtlc"liiicdiJ-y:
a. Back up electrical genelation plant on site.

c. Burglary and Iîire alarm systern

d. 2417 Yideo surueillance of all iuternal and extemal areas of the processing facility and
propedy

4, Dailv IJSPS Acceotancc and Postal llis{¡"il¡rr{iun Center &DC) deliverv to:

a) DV Daniels (l.iorth Jersey) P&DC; Keamy, NJ. 07099
b) Trenton P&DC; Trcnton, NJ. 08650
c) South Jersey l'&.1)e , Bellmawr, NJ. U8U99

d) Philadelphia P&DC, Philadelphia,Pa. 19ll6
d) Wilmington P&DC, Nerv Castlc, DE.19120
e) Lehigh Valley P&DC, Lchigh Valley, Pa. 18002
f) Reading Service IJLrb, Reading,Pa.19612
g) Harrisburg P&DC, Han'isburg, Pa 17101

h) Baltimore P&DC, Baltinole, MD 21233



Disaster Recovery Plan

Scction 1. Major goals of this plan

The major goals of this plan ale the following

. To minimize intcrruptions of the normal mail operations.

. To limit the extent of disruption and damage.

. To minimize the economic impact of the interruption.

. To establish alternative lneans of operation in advance.

' To train personnel with emergcncy procedures.
. To provide for smooth and rapid restoration of mail service.

Section 2. Personnel

Customer Contact Chain of Command Personnel

ii,,;;,,',;,, loo d ress

Stephen Trainer

James Uppole

Lany Weirich

MichaelGocla

VP of Mail
Operations

VP of
riln:jl)i)r Ilttir)rì

I .oy.i.:rl ir::;

cÈo

340 Buttonwood Street

V/est Reading, Pa 1961I

340 Buttonwood Street
West Reading, Pa 19611

340 Buttonwood Street

West Reading, Pa l96i I

340 Buftonwood Street
West Reading, Pa 19611

10 236 9100
1

10 637 5109
r 300
u#6

'i-'.-'

iú10 236 el00
lllxt 3004
i(,:rìllli 610 721 4835

i6r0 236 9100
I

il.ilit 3003

i{lu,llli 610 637 8436

610 236 9100
f'ixt 3005

ilil 610 631 1178

I
I

I

Presiclent



Scctio¡r 3. Invcntory profile

Ilquipment on hand that is dLrplicatcd on site in case of failure:

. 11 MLOCIì's

. l5 nleter stations

. 4 Baurn Folders
o 5 Inserters
. 40 Personal computers w/ Smart lìackup
. 50 cellular tclcphoncs

" 50 cellular tablets
. Air conclitioners antl heaters
. Multiple ancl redundant data communication providers
. Sparc displays, keyboards and mouse's
. Racks for palletized storage
. I{urnidifiers and dehulnidifiers

' Fonr loading docks
n 30 Chevrolet Box Vans for mail clistribution

" 20 Chevrolet City Vans for rnail distribution

' 3 Straight Body Box Trucks for mail distriliution
. 72 lrour ftrel supply for all route vehicles

Section 4. Inl'orrnation scrviccs backup procedures

IBM Servcr dBelkin Backup
o Daily,.iournal tapes are changed at 8:00arn daily.
o Daily, a savg of changed objects in the following libraries and directories is donc

<Jaily. Drives: (c) , (cl) , (e) , (Ð , (g) , (h) ,(o) , (r)This procedure also saves the

files to the drives.
o On a daily basis a complete save of the system is done.
o All saved media is stol'ed onsite in a vault at 340 Buttonwood Strcet West

Reading, PA 1961I and also stored at a secured ofTsite location.
Personal Computer

o All individual compì.lters are backeci up. Copies of the computer files are

uploacled to thc server claily, jLrst before a com¡rlete save of the system is done.
It is then saved with thc normal system save lrrocedlre. This provides for a

nrorç secure backLrp of computer'-related systems lvhere a local area disaster
coLrlcl wipe out irnportant conrputer systems.

c

o



Section 5. Disastcr rccovel'y procedures

Emergcncy llcsponsc Proced u res

(ræn ¡mFrttFc ¡,ìfììñ
.1 r r(11. -l l!\r I Ir') - r. ltL-ll,

A fire rnay include visible flaures, slnokc, or strong oclors of bLrrning.'l'he appropriate emergency
action is for ¡rcrsons to evacuate thc buitding quickly ancl saf'cly ancl notify the Firc Dc¡rartmeut
by dialing 91 I (9-91 I frorn a intcrnal phone); Managernent shall rvork with the emergency
rcspondors to provide infolmation about the location o1 the fire, the cause of the fir'e, and to assist

in a safe and olclerly evacuation of the building.

Lnrnediate Action
l.For the person discovering the fire, t'ernetnber R-A-C-E:

A.lìtiMAIN CALM, and RESCUE auyone in immediatc clanger.

B.ALARM-pull thc nearest fire alann.
C.CONTAIN the fire-close all doors but do not loclc them-and CALL 911 (9-911

from a internal phonc)
D.EXTlNctJISH the fire only if you can do so safely and quickly, and EVACUA'fE the

bui lding using established procedut'es.

Aftel the fire is extinguished, call 911, if you h¿rve nol already done so.

2.Fol occupants of the building:
A.Close, but do not lock thc doors to your immediate area.

B.EVACUATE the building via the nearest exit. Assist others in cxiting the building.
C.DO NOT PANIC
D.Avoid s¡noke-fi lled areas.

3.Fol persons evacuating fiom the immediate fire are¿r:

A.Feel cloor from top to bottonr. If it is hot, DO NOT proceed; go back.
B.If clool is cool, cror¡ch low and open tlte door slowly. Close door quickly if smoke is

prcsent so you do not inhalc it.
C.If no sruoke is present, exit the building via the nearost stairv¿ell or exit.
D.lf ,vou encounler heaw snroke irr a stairwell, go back and tr1, anothet'stailwell.

Decision
The responding l.'ile Dcpaltment will control and n'rake clecisious at the scene of the frre. Thc Þ'ile
f)epartmcnt will decide when to tur¡r control of the scene back to the Management of'Mailroour
Systems, Inc. which will decide when to turn control of the soene back to the facility malÌager.



STRATBGIES - ITAZÄRDOUS NIAI'I.IIIIAt,S INCIDENT
¡\ hazardous materials incident rnay be a spill or release of chernicals, radioactivc rnatcrials ol
biological materials inside a building or to the cnvironrnent. 'lhc user rnay manage simple spills.
Major spills or emergencies lequire enlcrgency assistance lì'orn 24-hour crnergency agencies, i.e.
the local Fire Department. 'lhe Cornpauy does not have a fìrc dcpartment or I-IAZMAT Teanl.

Immediate Action
l.Simple spills should bc cleaned up by the persorì causing the spill.
2.Major spills or emergencies:

A.Dial911 (9-911 frorn a internal phone)
Il.Evacuate, assemble at a safe clistance, and designate a pel'son to cornmunicate with

the Irire Depaúrnent
C.Account for individuals
D.Wait for and provide information to responders

STIì.ATEGIBS _ INFRASTRUCTURE FAILTJRB
It is understood that from time to tirne Mailroorn Systems, Inc. may experience infrastructure
incidents that could render the work site unusable, unsafe or uninhabitable; such as loss of
electricily, cornpnter systerls, water supply, or tclccornrnun ícations.

Lnmediate Action
1.If a critical incident is experienced relating to wâter, electlicify, call Management.
2.If a critical inciclent is experienced r-elating to teleoornmunications, call Management
3.If a critical incident is experienced relating to computer systems, call the IT l{elp Desk at

610 678 8131

Decision
The first responders will detennine whether a critical inoiclent cxists, and will report to the
appropriate depafiment heads. ln thc event that a critical incident exists, our Management Team
will be notified.

STRATBGIES -'TEIIROR tST ÄTTACT{
Prepare to cleal with a terrorist incident by adapting many of the same techniques used to prepare
for other incidents, such as being alert to your surroundings -- includiug any conspieuor-rs,
suspicious or unusual behavior -- and bcing fÌrmiliar with the evacuation plan for your building --
including learning where erìlergency exits are located.



Sccfion 6, Bacl<rr¡r Operafions Procedures
Wc rvill r¡tilizc onc or both of the facilities listed below to bc r¡ut' altc¡'nate ofï.site

¡rrocessing ccntcr.

I\Vl'l) If o-r lr¡¡ r..'.

I00 Inclustr-ial Drive
Ilanbulg, PA 19526

Ascndia, USA
701 Ashland Avenue
Folcroft, PA 19032

Recovery Actions Procedures
'l-o facilitatc thc rapid rcstoration of systems following a disaster'.

a. Our on site generation plant will be utilized to provide long tcrm power to
340 Buttonwood Street; West Reading, PA. 19611

D is ostar uction cltecklist
Plan Initiation

l. Notify senior rnanagement

a. Contact and set up disaster recovery tealn
b. Detelmine degree of disaster
c. Implement proper application recovely plan dependent on extcnt of clisaster (sec

Section 7. Recovery plan--on site)
d. Monitor progress
e. Contact backup site and establish schedules
f. Contact all other necessary personnel--both uscr and data processing
g. Contact vendors--both hardware and software
h. Notify users of the disruption of service

2. Follorv-Up Checklist

a. List teams and tasks of each

b. Obtain emergency cash and set up transpoftation to and front backu¡l site, if
necessary

c. Set up living quarters, if necessary
d. Set up eating establishments, as rcquired
c. List all pelsonnel and their telephone uumbers
f. Establish user participation plan
g. Set up the delivery and the receipt of mail
h. Establish enÌergency office supplies
i. Iì.cnt or purchase equipment, as needed
j Dctcrnrinc applications to be run and in what sequence

k. Identifo nurnbcr of workstations nceded

l. Check out any ofÊline equiprnent nccds for eaclt application
rn. Clreck on fonns needecl f'or each application
n. Clrock all data being taken to backu¡l site before leaving and lcavc inventoly'

profile at home location
o. Sot up prinrary vendors for assistance with problcms incurrcd cituing elnelgency



p. Plan fol transportation of auy additional items ueedecl at backup site
q. 'l'akc dilections (map) to backup site
r. Iletrieve Data fi'oln on site vault and secured offsite back up server
s. Talcc copies of system and operational clocumentation and procedural manuals
t. Ensurc that all ¡rclsontrel involved know their tasks
u. Notifu insurance companies

Recovery storl-up procedures for use ufter s disusler

i. Contact Custorners to let thern know normal operatíons are beginning

2. Contact electrical and te lecornmunications set'vice providers and schedule alÌy necessary
service connections.

3. Noti! rnanagernent immecliately if any related plans should change.

Section 7. Recovery plan-on sitc

l Notifl Hctlricl< Electrical (610-933-2510) of the natr¡re of the disaster and the ueed to
select the on site plan.

2. Confirm all needed backup rnedia are available to load the backup computer.
3. Notifu Hedrick Electrical Company of plans to use onsite gencration plant long terrn 340

Buttonwood Street West Reacling, PA i9611.
4. Begin reestablishing clcctrical and telecomrnunications at 340 Buttonwood St.
5. Plug into the communications lines and do necessary checks.
6. Begin loading system fi'om backups .l3egin nor¡nal operatious as soon as possible:

a. Dailyjobs
b. Daily saves
c. Weekly saves

7. Plan a schedule to back up the system in ordcl'to restore on thc home-base colìtputels
when the site is available. (Use regular systcrn backup proccdures).

8. Secure mobile site and distribute keys as required.
9. Keep a maintenance log on motrile equiplneut.

Co nun unicsl io tt tlis asl e,r p lan

If the ¡rrirrary securecl Tl line fâils

l. Forward main number to an assigncd mobile phonc.
2. Transfer all communications to sccondary secured active internet portal.
3. If scconclary internet portal fails switch ovcr to third secured active internet porlal



i

Section B. llecovery plan-off site

The disastel recovgry plan provides for an alternate site. 'fhe site has a backup systern for
temÞorary use while thc home site is being rcestablished.

l. NotiÌy alternatc off site processing centers oithe nature ot'the disaster ancl our desire I'or
a hot site.

2. Transferred operations to:

a. IWCO, l00lndustrial Drivc Hamburg, PA 19526

b. Asendia, USA,701 Ashland Avenue, Folcroft, PA 19032

3. Begin making necessary travel arrangements to the site fol the operations team.
4, Confrlm that all needed eqLripment is available,
5. Review the checklist for all necessary materials before depafting to the altematç off site

processing centers.
6. Make sure that the disaster recovery team at the disaster site has the necessaly

information to begin restoring the site.
7. Provide for travel expenses (cash advance).
8. After aniving at the altemate off site processing centers, contact home base to establish

communications procedurcs.
9. Review materials brought to the alternate off site processing center for completeness.
10. Begin nonnal op''r'ir!ions as soou as possibie:

a. Dailyjobs
b. Daily saves
c. Weekly saves

Section 9. Rebuilding process

The management team must assess the clamage ancl begin the reconstruction.
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MEMORAM DU M
(coRRECTED)

DATE: July 27,2OI7

TO Tina M. Austin
Purchasing Agent Il
Division of Procurement
Departme nt of Finance

,,/
iJ ii u,i'IIj"'

lì (.sr! ,l '''
!i
IRE: Contract 1-8022DFPS

Printing & Mailing Servìces

After reviewing all proposals, please award the Printing & Mailing contract to Mailroom Systems, lnc., in

the amount of $126,600. lf you have any additional questions, please contact me on ext.2553.

cc: Patrick T. Carter, Director of Finance

Lois McLauglrlin, Principal Analyst, Department of Finance

John D'amelio, Acting Procurement Manager, Department of Finance

L. Jean Everett, Wage Tax Manager, Department of Fìnance

Linda Hunter, Customer Service Manager, Department of Finance

Demond May, Director, Division of lntegrated Technologies, Office of the Mayor
Sheila Coleman, lT Support Technician, Division of lntegrated Technologies, Office of tlte Mayor

FROM: Stephanie S. Collins

Deputy Director of Fina



CERTIFICATE OF AWARD OF CONTRACT

I hereby certiFT that Contrâct No. ..180?2"ÐFP-S- is on this 6th oÊþJy,2012 awarded to $:lal,l¡-tyllt S-¡:liln-n.,t"

Inc., ìn tlre amount of $126,600,00 as per Ptoposal datccl 6l29l1l-onrl that this arvar:cl is r¡ade in compliance
with Wilm. Codc (Cbartcr), Scctjon 8-200, to wit:

1. Plans and spccifications for the work, suppl.ics, or materiâls were Ftled with the Depatlrnent of
Iìinance, Division of Ptocurement and Records for ¡>ublìc inspcction on 5/24/2017.

2. 'l'he aclverusernent callirrg for scalccl bids on tlris contractrvas publishcd rn thc NewsJournal on

5/24/17 &. 5/31,/17 statccì that bids woulcl be opened at 3:00 p, rn. <>n 6/20/2017

3. All sealed bids wcre received in the ofítce of the l)epartmcnt of I'iinance, Diviston of
IJtocur:ement arrd lìccords 4:00 p.m. o¡ 6/22 /2077.* Dcl¡irttûrcrr t rìot Icllrc$Qrì{(:{l

4. Bicls were submitted by the fcrlìowing contr:âctors in the Following amolrnts

Contractor
Mailroom System, Inc.
RMS Techr-rologies

Approved as to Form

,.f.'t,.t t" i 
*{:¡ iì** s lælrl

rt;rrrt City Solicitor

Addrcss f)ate of Bid
West Reacling, PA 6.22.17
Bend, OR 6.22.17

Amount
$126,600.00
$159,000.00

*Changc pcr addendurn #1

5. Ciry Licensc Nurnbcr'

6. Upon recommcnclation of the D-q¡r-r-¡tv -Ûir-qç-tt,l'ef--l-rlr,U:q,--: ancl afier cìue consideration, I
dctermined rhat thc contractor ro whom thìs awatd ls rnade was tlrc lo\vcsl ijcsponsiblc bicldcr. In support of
this cletcrrnination I havc rcccivcd tl-rc follorving rvritten recot.nmendations, u,hich are on fiìc at my ofhcc:

Author Eup-laytnÊElPosition Ð-a-tc

g1t--¡lrlrric 5.,Cr.r,.--'!liiìs lh¡¡r¡tyll'l¡i-c-l¡l-r-¿f.lli¡t¡lr¡il¡r. 6/28/2017

1...,'vt ,tt;
l,.ir,rl .,\li;ì

5¿n'o.

/:Jr "-\ t'.it.:i ' | .t, I t !1

¡ I ' !lt.' r. :.'ì ;
, , .... ._!.rir í. . ii l r. ¡,\ i, J ì.,'î*¡r;u 

irrrcrrl ,{r ri1{,,ììi,!, ili
.l' ,....

..tt-,ìrì ¡J

vision of Procurcìnent



COMMONWEALTH OF PENNSYLVANIA

DEPARTMENT OF STATE

07125t2017

TO ALL WHOM THESE PRESENTS SHALL COME, GREETING:

I DO HEREBY CERTIFY THAT,

MAILROOM SYSTEMS, INC.

is duly registered as a Pennsylvanìa Business Corporation under the laws of the Commonwealth
of Pennsylvania and remains subsisting so far as the records of this office show, as of the date
herein.

I DO FURTHER CERTIFY THAT this Subsistence Cerlificate shall not imply that all fees, taxes
and penalties owed to the Commonwealth of Pennsylvania are paid,

., lllt ¡ --f)r "''4t,
ri.'. ú :. "Õ

..i 1 ,,n," 5.

i" 1 ,.,1, 't , ',. 
.ii "',1i,'\* i,þ: ;'-,

"¡ ".þ,.i,.'¡", ,:11 ',:" 'tåilsl,;;,,íi.' '.i4 ^1/2d
' i.

'1 J.',,. " , .r 11ì"'

IN TESTIMOI.|Y \\¡ffirTì,ì1(,]f, I have htrrr:urllt set
my hand a¡d carxed the Seal of the Sec¡etary's
Ofllce to be ;¡i'li¡:,¡tiì, t-he day and year ¿bove u'ritlen

ü*J-^o t. to*ri,
Secretary of the Commonwealth

Certification Number: TSCl 70725090292-1

Verify this certificate online at http://www.corporations.pa,gov/orders/verify



Mailroorn Systems, Inc.

CERTIFiED COPY OF RESOLUTIONS

I, the undersigned, Secretary of Mailroom Systems, Inc., a Pennsylvania Corporation,
hereby cerlify that the following Resolutions excerpted from the Minutes of the Corporation
werc cluly adoptcd by unanimous consent of the Board of Directors of the Corporation, ou the

16tlr day of July 2011 .

RESOLVED, that the President, Vice President, Treasurer and Secretary of this Corporation
be and they are hereby aulhorized to execute and deliver on behalf of this Corporatiotr, a
contract and other contract documents by and between this Corporation and the City of
Wilmington, Delaware, Department of Finance, 18022DFPS "Printing and Mailing Sel'vices",
f'or the Contract Price of $126,600.00; and

FURTHER RESOLVEI), that the Secretary of this Corporation be and

liereby is authorized to attest to the said contract and other documents.

I further certify that the foregoing Resolutions have not been rescinded or modified and

remain in fill force ad effect.

I furlher oeltify tliat the f'ollowing are the names of all officers qualil'ìed to sign for the

Corporation:

President: Stephen'I'. Trainer

James R. Uppole

Thomas F. I(elley

Michael Goda

Vice President

Secretary

IN WITNIISS WFIEREO!-, I have hereunlo set my hand and lhe seal of the Corporation
this 16th clay of July 2017 A.D.

Treasurer

v*.Qþ**
Secretary



-----coNTRACT-----

THIS AGREEMENT, rr^(lo the /61t- day of --ÍJ1 
in thc ycar Trvo Thousand

Scvcnteen and betwccn thc Ciry of Wilrnington, a municipal corpor:atron of thc State of Delarvarc,

actitrg thror-rgh chc agency of the I)epzìrrrnent of F'inancc, Division of Procurement and Records,

partt¡ of thc flrst patt þeteinafter designatcd thc Orvncr), anci Mailroorn Systems, Inc,, parry of

the second part Qlereinaftcr designatecl the Contractcxs)

WITNESSETH, that the Contractor, in considc'.ration of âglccments hercirr rnade by the

Or.vner, agrccs r.vith the Owner as foilows:

r\rticle 1. The (jorrtlactot shall and will furmìsh and deliver per spccrfìcaLions, on conLract

18022DFPS '(Printing and Mailing Services" for the Departmelrt of Finance in accol:dance

with Á.clvertjsetnent for Bicls by thc Department of l]inance, L)ivision of Procurernent ancl Iìecords

date 5/24/77 e.5/31/17 and speciFrcations identjfieil as Contract No. 18022DFPS and by the

signatr-rres of the par:ties heteto, are, togetller rvith the szrid Adverliscrlent for Bids, Instructions to

Bidders, Iìortns of Irroposal ,andf c>r other documents pettinent thereto, hereby acl<nowledge ancl

incotporated lnto these prescnts and are to be taì<cn as a part of this Contract.

Ârucle 2. It is r-rnclcrsto<;cl and agreed by and between the partics hereto that the amount of

Ptocurcment and Records. jllus Cqq,ttact is fo1¡t1¡¡q¡ {Jr}.}trliq-{, ,51-lrt!ìilg $tltrtr-¡¡hq¡_!2,, 1"{Jll,

]-criflt't-lyl¡. {l-t}L-yJu-Ì-¡.tnLì-lltrli,t,.Ì}.r..tLri*,Lil}i:r i.'J}.!ir.¡'r.

Âtticle 3. In the performaucc c-¡f this Contract, thc Conüactor sh,.rll not discrimir'ìate or

pennit cliscrirnination against âr'ry pcrson because of his race, color, rcligion or his naúonal origin,

¡\rticle 4. 'I'his Agrectncnt shall bind thc heir's, cxcculol:s, acLlrinistrator-s, succcssors and

assigns to thc r:especttve parties hereto.



- l: , !-- In witness w-hereof-the party of the Fust-part,has, by recommendation of theneputy- Director of

the Finance l)epartrnent, caused t-he hancl of Michael S. Purzycki, Mayor, and the corporate seâl

of the Ciry of \X/ilmington, attested by the City Clerl<, to be hereunto affìxed; and the parry of the

second part has causcd the hand of its' President, (or his authorized reptesentative) and its'

cotporate seal, attested by tÌrc Secretary or assistant Sectetary, to be hereunto affixed.

I)ated the day and year fust abovc writteû in the City of \X/i-tmington, County of New Castle, Statc

of f)elaware.

THE OFSigncd, S
in the pre

ealed and delivered
SC

l1 1,

ATTEST:

r1-T

Mailroom Systems, Inc.

ilss s '"'\a? J r'
¡"¿""ij-,41 !/

)r ! ? t.1 // fBv: .il/ " 1¡'l'*' llfõrirl,,irt

ATTEST:' - ^ - "" 
"yr 

" 
i*.^.fi }.,J,.,,J,.,.. *

($e tl)

lìt'i:r tl;tr.tr' j

Apptoved as to fotm on this ;ì-ìj'_t

Dav of P, uau,,f ,2017

?Y-**æ-' Þ fru,*^
Piæt ¡Tisistant City Solicitor
$ en, on



r{{: {:-Þsf d-}
I

MAILSYS-01

CERTIFICATE OF LIABILITY INSURANCE
OATE {l\4lrt/DD/YYYY)

0712712017
iiTH IS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS

ìERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BYTHEPOLICIES
.¡ELOW, THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: lf tho certificate holder is an ADDITIONAL INSURED, the policy(ios) must have ADDITIONAL INSURED provisions or bo endorsed
lf SUBROGATION lS WAIVED, subject to the terms and conditions of the policy, certain may requiÌe an endorsement, A slatement on
thls certificate doos not confer riqhts to the certif¡cate holder in lieu of such endo

Donna LaBree

405-6467 r,r.¡¡!856) 692-3509
DLaBree@3lÄ-lnsurance.net

INSURER(SI AFFORDING COVERAGE ñAtc fl

¡u,g_u-¡ç¡ a.1 Utica Mgtqa I .lngurq¡ce Com

PRODUCER

$läriton Chapel lnsurance Associatcs
fiO Borlln Road
Cherry Hill, NJ 08034

INSUREO

Mailroom Systems, lnc. 984
340 Buttonwood Street
West Reading, PA 19611

INSIjRER F

REVISIûhl lluMui:.R;
THIS IS TO CERT]FY THAT THE POLICIES OF INSURANCE LISTED BELOWHAVEBEENISSUEDTOTHEINSUREDNAMEDABOVEFORTHEPOLICYPERIOD
INDICATED NoTWTHSTANDINc ANY REQUIRE¡/ìENT, TERIVì oR CoNDITION OF ANY CONTRACTOROTHERDOCUMENTWTHRESPECTTOWHICHTHIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN ISSUBJECTTOALLTHETERI\4S,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES, LII\4ITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,

TYPE OF INSURANCE POLICY NUMBER
POLIGY

L il'ÍtTS

COMMERCIAL GENERAL LIABILITY
..EACH OCCURRET)ICF ........ .

i],¡rl¡i\l'.;r, ì Í'r lìl l ; : ¡-l )

i ¡,:illill.: jli: ll. I r,!jt.ì,r.,tir'r:

l\/EO EXP lAny onê personl

PERSCNAL & ADV INJURY

GENERAL AGGREGATE

PROÍII.¡CTS . COMP¿OP AGG

rNsuRER B :Republic Franklin lnsurance Co

rNSr,r.B.EB,c t.Grepllic Arts Mgtt¡pl |¡çurancg Comp4ny

04t01t2017 o410'1t2018

BODILY ll'UURY lPer Derson)

BODILY INJURY fPer accidsnll
l'lìilf tf:lÌ ¡', trl,14¡,íií.
iìj(:. ri..ì:(Jf'.ìi

FACH OCCIIRRFNIlF

AGGFFÇATE

2475

-- 
ì c,^,vs-rrl¡o¡ i X 1o""r* X P4753707

PE R:

POLICY LOC

AUTOMOBILE LIABILIry

ANY AUÏO
OWI.JED
AUIOS ONLY
Hr(i i:
Ai-;:iirìONLY

SCHÊDI,JLÉO
AUTCS

UI\¡BRELLÁ LIAB

EXCESS LIAB

DED x RÊTËNloN$ 10,000

;iiii-'ll I,{i¡,] I] LIMIT APPLIES
i i ¡ r':i;i i rt.'l I I

I tLlr i

N' jl j -ii¿lj!
¡.' rl lr.l i r ll-

$

$

$

$

$

i.1

X s

IuLP4753726

012407

0410112017 0410112018

0210612a18

gregate
v PËR i lot¡-
^ i SIA-I| lÌF I EP

6,000,

5,000,000

c
UTIVE i

¡ l,j 5

5

5

N N
E L ËACTI ACCIDENT

E L DISEASE. EA

DISEASE POI.ICY LII',4IT

00,

00,ündor
OF OPFFÀTIONS hêlow

lltl:;{:t,ilíJliDNOtil),tEiìp,Il(luî/ìûrìÁl¡ONS/VEHICLES (ACOfìlrl0t,AddltlonnlfirirìarksScheduls,mayboettåchodlfmoroopacalo¡squlred)
(ir:¡lilit:;¡tt: holrlt:r is;rir ilrldììir:nt¡l lnsured as requirerl by wr¡tten t(rnlract.

lil-:til I i:lC¡\1'L- -1 l(l t-1.)fr [{ ri r\1''l C ti l-l-h'liÒ þl

City of Wilm¡ngton
Dopartment of Finance,Procurement and Records
800 N. French Street, sth Floor
Wilmington, DE 19801

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ÀCCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZEO REPRESÉNTATIVE

.û ,. -/ ./)
,4l/\,1d- C 4rl Þ12*

O 1988-2015 ACORD CORPORATION. All r¡ghts reserved.

The ACORD name and logo are registered marks of ACORD

1,000,000
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2,000,0

0210612017

AcoRD 25 (2016/03)


